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Comprehensive Office is initially meant to use Internet/Intranet technology and 
base on the idea of workflow. It can help staffs to share information easily and quickly 
and work effectively. Complicated and inefficient manual office methods have 
changed, Comprehensive office provides enterprises’ management and 
decision-making with scientific foundations. Comprehensive office  has developed 
from the primary stage of adopting copycat extensively to today’s using internet and 
computers, it plays a positive role in enterprises’ work style changing and efficiency 
raising. From the development of comprehensive office , it has changed radically in 
meaning. It has changed from document management to enterprise informationization 
center platform. Just like a financial staff change into financial controller. Certainly, 
we can say this kind of change has completed in meaning, but it is just a starting point 
in usages. Whatever, comprehensive office era has come into our life. 
This paper is mainly based on the divided modules’ design in Comprehensive 
office  to show the preciseness and efficiency in management module. The modules 
are divided into financial system, human resource management system, engineering 
and technology management system, investment developing system, sales 
management system, mail system and announcement system. 
Comprehensive office can solve the basic problems of standardization of daily 
management, increasing the controllability and operation in enterprises. It includes 
daily administrative management, examination and approval of affairs, office 
resources’ management, coordination with staffs in several departments and 
communication and delivery of information. Briefly speaking, Comprehensive office  
steps over the business of manufacture, sales and finance to focus on the efficiency 
and controllability in daily work. It is an indispensable tool to improve enterprises’ 
operation. 
The functions of comprehensive office become more powerful with the needs of 
managers. It can help to optimize human resource allocation, reduce costs and 


















more and more complicated, so the structure design and operation of modules are 
more and more important. In such situation, the system structure and module design 
are extremely important. It is the best way to research into it to improve enterprises’ 
operation and optimize resource allocation. 
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    纵观当下，在网络社会时代，每一个企业都要与时俱进，需要有适合自己的
一个办公软件，从生产一线到管理层面都覆盖的一个系统，让管理者能够及时、
全面的了解企业的发展现状，以便做出更有利于企业的决策。 
1.2  国内外研究现状 
  办公自动化于 50 年代在美国和日本首先兴起， 初只是具有电子数据处





















动化是 80 年代中期才发展起来的。1985 年全国召开了第一次办公自动化规划会
议，对我国办公自动化建设进行了规划。1986 年 5 月在国务院电子振兴领导小
组办公自动化专家组第一次专家会议上，定义了办公自动化系统功能层次和结构
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表2-1  计算机的发展史 
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